POWERPOINT 2000 - Project One Review 

True/False

_____ PowerPoint is a complete presentation graphics program that allows you to produce professional-looking databases.

_____ The outlining feature of PowerPoint assists you in creating automatic bulleted lists, combining words and images, finding and replacing text, and using multiple fonts and type sizes.

_____ A wizard is a means of quickly and efficiently creating a presentation by answering prompts for specific content criteria.

_____ A bulleted list is a list of sections, each preceded by a bullet.

_____ A bulleted list is the most common type of presentation.

_____ A bullet is a symbol preceding text that warrants special emphasis.

_____ Of two open applications, the taskbar application is the one displaying in the foreground of the desktop.

_____ PowerPoint assumes the first slide in a new presentation is the title slide.

_____ A master setting is a particular value for a variable that PowerPoint assigns initially.

_____ The basic unit of a PowerPoint presentation is a template.

_____ An active application's corresponding button in the taskbar button area displays recessed.

_____ Objects are the building blocks for a PowerPoint slide.

_____ Attributes are the properties or characteristics of an object.

_____ In landscape orientation, the slide width is greater than its height.

_____ A view is the mode in which the presentation displays on the screen.

_____ To change views in PowerPoint, click one of the view buttons found on the taskbar at the bottom of the PowerPoint screen.

_____ Outline view displays a single slide as it appears in a presentation.

_____ Slide view displays miniatures of the slides in a presentation.

_____ Normal view displays three panes: the outline pane, the slide pane, and the notes pane.

_____ The three panes in normal, outline, and slide views allow you to work on all aspects of your presentation simultaneously.

_____ You can enter text, graphics, animations, and hyperlinks directly in the slide pane.

_____ The vertical scroll bar on the right side of the PowerPoint window allows you to move forward or backward through your presentation.

_____ As soon as you have created one slide, scroll boxes, scroll arrows, and scroll bars will display below and to the right of the windows in the views.

_____ Slide show view is useful when you want to see all the slides in your presentation simultaneously.

_____ The Object Area is a collection of placeholders for the title, text, clip art, charts, and so on.

_____ All AutoLayouts except the Blank AutoLayout contain placeholders.

_____ The mouse pointer can become one of several different shapes depending on the task you are performing in PowerPoint and the pointer's location on the screen.

_____ When you click a menu name on the menu bar, a long menu displays listing all the available commands.

_____ A design master provides consistency in design and color throughout the entire presentation.

_____ When the insertion point is in a text placeholder, the mouse pointer changes to an I-beam.

_____ A flashing border and marching ants indicate that a placeholder has been selected.

_____ A blinking vertical line indicating where the next character will display is called the insertion point.

_____ A paragraph is a segment of text with the same format that begins when you press the ENTER key and ends when you press the ENTER key again.

_____ Clicking the Undo button reverses the last Redo action.

_____ A text attribute is a characteristic of the text, such as font, font size, font style, or text color.

_____ You can select an entire line quickly by single-clicking any area within the Title Area placeholder.

_____ The Italic button displays recessed when selected text is bolded.

_____ The PowerPoint file extension is .ppt.

_____ A presentation saved to drive A no longer resides in main memory.


_____ You can change the layout for a slide at any time during the creation of your presentation by clicking the Common Tasks menu button on the Formatting toolbar and then clicking the Slide Layout button.

_____ A slide with more than one level of bulleted text is called a multi-level bulleted list slide.

_____ A level is a position within a structure, such as an outline, that indicates a magnitude of importance.

_____ To add a new slide, you can press and hold the ENTER key and then click the New Slide button.

_____ A black slide ends all slide shows until the option setting is deactivated.

_____ PowerPoint defaults to aZoom setting of approximately 50% so the entire slide displays on the screen.

_____ Each design template has a specially designed master.

Fill in the most appropriate term.

PowerPoint is a complete __________ program that allows you to produce professional-looking presentations.

The __________ feature in PowerPoint allows you to create bulleted lists, find and replace text, and combine words and images.

To begin a new presentation, click the Start button on the __________.

The __________ displays information about the current slide (e.g., the slide number and the name of the current design template).

The basic unit of a PowerPoint presentation is a(n) __________.

A particular value for a variable that is assigned initially by PowerPoint and remains in effect unless canceled or overridden by the user is a(n) __________.

To display a single slide as it appears in your presentation and have the ability to edit it, click the __________ View button.

__________ view is best for organizing and developing the content of your presentation.

The Italic button is located on the __________.

The extension of __________ is added automatically to a file name when you save a PowerPoint presentation.

Clicking the __________ button pushes down the selected paragraph one level each time you click the button.

Clicking the __________ button raises the selected paragraph up one level each time you click the button.

Once you save a presentation, click the ___________ button to save it again with the same file name.

Quitting PowerPoint causes __________.

The Close button is located on the __________.

To check a presentation for spelling errors, click the __________ button on the Standard toolbar.

The three types of corrections usually made to text in a presentation are __________.

To remove a character to the right of the insertion point, press the __________ key.

Each PowerPoint component has a __________, which controls its appearance.

The Line Spacing command is located on the __________ menu.

The __________ button allows you to display a presentation in black and white before you print.

The Office Assistant is used to __________.

__________ technology understands what you are trying to do and suggests better ways to do it.

The __________ sheet in PowerPoint Help groups Help topics by general categories.

A slide contains one or many ______________________, such as a title, text, graphics, tables, charts, and drawings.

The ______________________ application is the one displaying on the foreground of the desktop.

The basic unit of a PowerPoint presentation is a(n) _______________________.

When a slide layout is set to ___________________ orientation, the slide height is greater than its width.

A(n) _________________ setting is a particular value for a variable that is assigned initially by PowerPoint and remains in effect unless canceled or overridden by the user.

If you underline the title of a slide, the title is the object and the underline is the _____________________.

You may use any or all ___________________ when creating your presentation, but you can use only one at a time.

___________ view displays a single slide as it displays in your presentation.

_____________ view displays your slides as an electronic presentation on your computer using the full screen.

Normal view is composed of three panes: outline pane, slide pane, and ________________ pane.

A placeholder containing text or graphics is called a(n) ____________ object.

___________________ commands indicate that they are not available for the current selection.

____________________ are boxes that display when you create a new slide.

The ______________________ can become one of several different shapes depending on the task you are performing in PowerPoint and its location on the screen.

The _____________________ consists of a message area and a presentation design template identifier.

A(n) _____________________ contains a list of commands or items that relate to the item to which you are pointing when you right-click.

By default, you can reverse up to the last 20 changes by clicking the _____________________ button on the Standard toolbar.

If, in creating your slide, you need to squeeze an extra line in the text placeholder, PowerPoint will use the ____________________ feature to resize the existing text in the placeholder so that this extra line will fit onto the screen.

If you click the ____________________ button on the Formatting toolbar, the font size of selected text will become smaller in preset increments each time you click the button.

A(n) ______________________ is a position within a structure, such as an outline, that indicates a magnitude of importance.

To add a new slide to a presentation and keep the same AutoLayout, press and hold down the _____________________ key and click the New Slide button.

Clicking the ______________________ button backs up to the slide preceding the current slide.

A slide's _____________________ setting affects the portion of the slide displaying in the slide pane.

When you drag the scroll box on the vertical scroll bar, the slide _____________________ displays the number and the title of the slide you are about to display.

Clicking the ___________________ button allows you to display a presentation electronically, like a slide projector, displaying each slide on a full screen.

When you right-click in slide show view, the ___________________ menu displays commands to assist you during a slide show.

The ___________________ command on the Popup Menu exits slide show view and returns to the view you were in when you clicked the Slide Show button.

Using a(n) ___________________ dictionary allows you to add special words such as proper names, cities, and acronyms so that these words will not trigger the Spelling checker when they are found on a slide.

Each PowerPoint component (slides, title slides, audience handouts, and speaker's notes) has a(n) _______________ that controls its appearance.

A printed version of the presentation is called a(n) _______________, or printout.

The __________________ is a Help feature that answers your questions and suggests more efficient ways to complete a task.

